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MEMORANDUM FOR: Deputy Director {Mministretion)
SUBJECT 1 letter Bfficiency Reports

1. Ietter efiiciency reports sre cwrrently required for Arny,
Kavy and Marine Corps officers when the reter is not san officer of
the same service. A number of our officers have expressed apprehen-
sion that these letter reports are treated lightly by promotion tosrds
and might injure their serviece csreers. Every effort has been made
here to obtain permission to use the regular service rating form in
all cases, bul to date only Alr Force has oconsented.

2. In turning down our most recent reguesi, Admiral Arncld,
Deputy Chief of Havel Perscanel, pointed out that “letter reports are
tahmmrmw“fml,mmtohgmmwim,
with tbe reports submitied on the regular printed form.” The seme is
true with letter efficiency veports submitted on Merines. The Hevy
sod Marine Corps heve no mumerical system of searing sfficlency reporis
such a8 the Army's Officer Bfficisncy Index (OEI).

3, Iostructioms to Army selection boards also emphasize thet full
weight be given to letter reports snd the itype of duties performed.
Heverthelsss, only the reguler rating foam is used in camputing the
mumerical rating. Under certaln circumstances this might edverseiy
affect the officer, as the (BI s sz important fector in promotion and
other perscunel setions.

4, In some esses it is possible to pender the regular Army report,
Departwent of Lfrmy Form 67-3. This report will be scored provided it
is rendered by a senior Army officer in the chain of comand vho has
chaerved the officer's ormance of duty, and that sixty or meve duty

25X1A days have accrued ( ). Wnerever the existing crganization
permits, such s report will be rendered in addition to the lstter repurt
submitted by the apprropriste rating officer.

. 5s . ¥Woile in theory there is no need for such 2 procedure for Navy
and Merine Carps officers, representatives from the Bureau of Naval
Perscunel and Mariae Corps Besdguarters point out that sdditionsl re-
ports or commendations {rom superiors in the chaln of command usdoubtedly
have a strong psychological effect upon the sversge selection board con-
sldering the officer for promoiion. Any such sdditional reports will be
incorporated in the officer's file together with the regulsr report.
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‘From discussions with officers serving in joint sgeneies,
it appears that at least in some ingtances a source of dis-
satisfaction has been s tendency towards perfunctory repuris
on the part of elvilian repcrting seniors. This has undoubledly
been due to e lack of spprociation en the pert of such repori-
ing senlors of the vital iuportance of these reports to & novel
officer’s career and the nesessity thet such reports be as
comprehensive snd complete as possible. It is believed that
& continuing yrogram of indoctrination of supervisors (repariing
seniors) in the vital importance of these reports in saval offi-
cers’ carcers aud the neccssity that they be &8 complete and
comprehensive a8 possidble will be of great sssistance in cor-
recting the situation in the Central Imtelligence Agency =s
fleseribed in your letter.,”

7. Evan vhen security requirements prohibit a detailed discussion
of the specific types of duty pertormed, it is still possible to give
& comprehensive description of the officer's qualifications snd bis
mgongr of performsnce of duty. It will be particularly helpful also
to include an indication of the job level end the degree of regponsibility
involved. The Military Personnel Division will return to the rating offi-
cor any efficiency report which fails to meet these gualifications,

s/
HARRISON G. REYNOLDS
Asgistant Direetor for Personne:
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